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POST PROVISIONING
DIVIDING THE WORKLOAD FAIRLY



STAFF ESTABLISHMENT
HOW TO READ BETWEEN THE LINES



IMPORTANT CONCEPTS

✓ WEIGHTED LEARNERS AND SCHOOL WEIGHT

✓ SUBJECT WEIGHTS

✓ FORMULA DETERMINING NUMBER OF POSTS

✓ ADDITIONAL POSTS

✓ ACCURACY OF CALCULATED POSTS

✓ SGB POSTS
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CREATING A FAIR WORKLOAD
THE ART OF (WAR) DELEGATION

….



DELEGATION

“ Those who are good at delegating 

responsibility employ the intelligent, 

the brave, the greedy and the foolish.

The intelligent are glad to establish 

their merit, the brave to act out their 

ambitions, the greedy welcome an 

opportunity to pursue profit, and the 

foolish do not care if they die.”

Sun Tzu – THE ART  OF WAR

transparent….



KNOW YOUR STAFF

✓ DETERMINE INDIVIDUAL STAFF PROFILES BY 

USING EXTERNAL PROFESSIONALS.

✓ DETERMINE LIKES, DISLIKES AND 

PREFERENCES WITH INFORMAL INDIVIDUAL 

MEETINGS.

✓ INVOLVE THE COMPONENT MANAGERS IN 

INFORMAL DISCUSSIONS.

✓ TAKE PERFORMANCE STATISTICS OF THE 

PAST INTO ACCOUNT.

✓ KEEP YOUR EAR TO THE GROUND FOR THE 

BACKGROUND CHATTER OF LEARNERS 

AND PARENTS WITHOUT GETTING 

INVOLVED.

✓ IDENTIFY STAFF MEMBERS WITH LEADERSHIP 

SKILLS AND AMBITION FOR DEVELOPMENT.



TYPES OF WORKLOADS

✓ ACADEMIC  PROGRAM

✓ EXTRAMURAL PROGRAM

✓ DISCIPLINARY SYSTEM

✓ ADMINISTRATIVE TASKS

✓ MANAGING HOSTELS

✓ TRANSPORT - BUSSES

✓ FUNCTIONS



ACADEMIC PROGRAM

✓ IDENTIFY CAPABLE SUBJECT HEADS / SPECIALISTS IN EACH 

SUBJECT / PHASE /GRADE. 

✓ THEY DESIGN WORKLOADS UNDER SUPERVISION OF HOD / 

DEPUTY PRINCIPAL. 

✓ ALL WORK PLANS CONSOLIDATED BY MANAGEMENT / TIMETABLE 

COMMITTEE.

✓ SENIOR MANAGEMENT ENSURE THAT ALL REGULATIONS ARE 

ADHERED TO (EG. NUMBER OF PERIODS PER POST LEVEL)

✓ CREATE A PLAN TO DEVELOP ALL TEACHERS BY MENTORING AND 

EXPOSURE TO HIGHER GRADES.

✓ KEEP THE ASPIRATIONS AND ABILITIES OF INDIVIDUAL TEACHERS 

IN MIND WHILE FINALISING WORKLOAD.

✓ REMEMBER THAT YOUR  TEACHERS WILL BE INVOLVED IN OTHER 

ACTIVITIES AS WELL. (SOME MORE THAN OTHERS)

✓ BE ON THE LOOKOUT FOR PROFESSIONAL JEALOUSY BETWEEN  

SCHOOL MANAGERS AND TEACHERS.

✓ USE CONSULTATION TO SOLVE CONFLICTS TO FINALIZE THE 

TIMETABLE.

✓ ENSURE THAT EACH TEACHER HAS AT LEAST ONE CLASS THEY 

LOOK FORWARD TO, TO TEACH.



EXTRAMURAL PROGRAM
✓ IDENTIFY A CAPABLE AND PASSIONATE HEAD FOR 

EACH SPORT CODE / CULTURAL ACTIVITY ETC.

✓ IDENTIFY AND APPOINT COACHES FROM THE 
TEACHING STAFF. 

✓ APPOINT COACHES FROM OUTSIDE THE SCHOOL 

IF NECCESSARY.

✓ ALL TEAMS MUST HAVE AT LEAST ONE STAFF 

MEMBER AS COACH / TEAM MANAGER.

✓ PROVIDE A BALANCED TIMETABLE FOR PRACTISES, 

TAKING EVERYBODY INVOLVED INTO ACCOUNT.

✓ SGB MUST PUT A SMALL REWARD PROGRAM INTO 

PLACE FOR REWARDING ALL THE COACHES.

✓ DO NOT DELEGATE GENERAL AND OTHER MENIAL 

TASKS TO THIS GROUP. THEY ARE SACRIFISING A 

LOT OF THEIR PERSONAL TIME. 

✓ ACKNOWLEDGE THE EFFORT PUT IN BY THE 

COACHES OFTEN AND PUBLICLY.



DISCIPLINARY SYSTEM

✓ ALL TEACHERS WILL BE INVOLVED IN THIS SYSTEM ON 

THE LOWEST LEVEL.
✓ APPOINT A DISCIPLINARY HEAD (HOD OR MASTER 

TEACHER) FOR EACH GRADE.

✓ DEPUTY PRINCIPAL MANAGES THE DISCIPLINARY 

HEADS.

✓ PRINCIPAL ULTIMATELY RESPONIBLE FOR FINAL 

DECISIONS ON RECOMMENDATION OF THE ABOVE 

COMMITTEE.

✓ IT IS NOT FAIR TO MAKE ONE SMT MEMBER 

RESPONIBLE FOR DISCIPLINE OF THE WHOLE  

SCHOOL ALONE.

✓ USE STAFF MEMBERS WITHOUT EXTRAMURAL OR 

OTHER ACTIVITIES TO SUPERVISE DETENTION 

CLASSES.



ADMINISTRATIVE TASKS

✓ SA-SAMS, TIMETABLES, INVIGILATION TIMETABLES, 

LSEN, FINANCIAL ADMINISTRATION, TEXTBOOK 
RETRIEVAL SYSTEM ETC.

✓ FIND STAFF MEMBERS WHO ARE PARTIAL TO THIS 

TYPE OF CHALLENGE.

✓ THESE TASKS ARE NORMALY VERY TIME CONSUMING 

AND MUST BE ACKNOWLEDGED AS SUCH.

✓ DO NOT REQUIRE YOUR CHAMPIONS TO DO OTHER 

TIME CONSUMING EXTRAMURAL ACTIVITIES, EXCEPT 

IF THEY HAVE A PASSION FOR IT.

✓ ACKNOWLEDGE THE VITAL ROLE THAT THEY PLAY 

OFTEN AND PUBLICLY.

✓ PROTECT THEM AGAINST OTHER STAFF MEMBERS 

WHO FEEL THAT THESE TASKS ARE NOT THE SAME AS 

EXTRAMURAL ACTIVITIES.



MANAGING HOSTELS

✓ ACKNOWLEDGE THAT HOSTELS ARE A WHOLE ENTITY 

ON THEIR OWN.
✓ APPOINT SENIOR STAFF MEMBERS TO MANAGE:

✓ KITCHEN STAFF.

✓ CLEANING STAFF.

✓ SUPERVISING TEACHERS.

✓ THE SUPERVISING TEACHERS:

✓ WILL BE ON CALL MOST OF THE TIME AFTER    

HOURS.

✓ WILL HAVE A LOT OF EXTRA ADMINISTRATION TO 

DEAL WITH.

✓ ARE SACRIFISING THEIR PRIVACY BY STAYING IN 

THE HOSTEL.

✓ KEEP ALL OF THE ABOVE IN MIND WHEN 

DETERMINING THE OTHER WORK LOADS.



TRANSPORT-BUSSES

✓ TRANSPORT USING THE SCHOOL FLEET OF BUSSES 

INCLUDES THE FOLLOWING:

✓ WEEKEND ROUTES FOR LEARNERS IN THE 

HOSTELS.
✓ DAILY ROUTES FOR LEARNERS IN TOWN.

✓ ALL TRANSPORT PERTAINING TO EXTRAMURAL 

ACTIVITIES.

✓ TRANSPORT TO TOURNAMENTS DURING SCHOOL 

HOLIDAYS.

✓ APPOINTMENT OF SENIOR STAFF MEMBERS TO 

MANAGE THE FLEET INCLUDING THE FOLLOWING:

✓ MAINTENANCE OF VEHICLES.
✓ LICENCING

✓ ROAD WORTHINESS 

✓ DRIVERS AND SUPERVISORS FOR TRIPS.

✓ ALL STAFF MEMBERS ASSOCIATED WITH THE ABOVE 
WILL ALSO SACRIFICE A SIGNIFICANT AMOUNT OF 

THEIR PERSONAL TIME.



FUNCTIONS

✓ FUNCTIONS CAN INCLUDE THE FOLLOWING:

✓ PRIZEGIVING CEREMONIES

✓ FUND-RAISERS (SHOWS, GAME FESTIVALS ETC.)

✓ TOURNAMENTS / CULTURAL EVENTS.
✓ CEREMONIES DEALING WITH THE TRADITIONS OF 

THE SCHOOL.

✓ STEERING COMMITTEES COMPRISING OUT OF 

TEACHERS AND PARENTS MUST BE ESTABLISHED.

✓ THE PLANNING AND EXECUTING OF THESE 

FUNCTIONS WILL TAKE UP A SIGNIFICANT AMOUNT 

OF PERSONAL TIME.

✓ KEEP THE WORKLOAD OF INDIVIDUAL TEACHERS IN 
MIND WHEN FORMING THE STEERING COMMITTES.

✓ FIND WAYS TO COMPENSATE TEACHERS OTHER 

THAN FINANCIALLY.



CONCLUSION

✓ THERE WILL ALWAYS BE THREE GROUPS OF STAFF 

MEMBERS AT YOUR SCHOOL:

✓ BRIGHT-EYED, BUSHY-TAILED, FULL OF ENERGY, 

VISION AND INITIATIVE.
✓ STILL HERE, DOING WHAT IS NECESSARY AND 

OCCASIONALLY MORE THAN REQUIRED, IF I AM 

MOTIVATED ENOUGH.

✓ HATE THE JOB, DOING THE ABSOLUTE MINIMUM 

AND CAN’T WAIT TO GET HOME.

✓ BY KNOWING WHAT MOTIVATES INDIVIDUAL STAFF 

MEMBERS , IT IS POSSIBLE TO TRANSFORM THE LAST 

TWO GROUPS INTO THE FIRST ONE.
✓ PRINCIPALS TENDS TO OVERWORK THE FIRST GROUP 

BECAUSE THEY WILL NOT SAY NO TO ANY TASK 

GIVEN.

✓ IT WILL TAKE ENERGY AND PLANNING FROM YOU 
AND YOUR SMT TO BALANCE THE DISTRIBUTION OF 

WORKLOADS SO THAT EVERY ONE LIKES THEIR JOB. 



KNOW YOUR STAFF AND BE 

FAIR WITH THEIR 

WORKLOADS…

AND THEY WILL WORK 

TOGETHER AS AN EFFECTIVE 

UNIT AND SURPRISE YOU BY 

VOLUNTEERING FOR MANY 

EXTRA MILES.

.




